Office 365 Applications
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Office 365 Applications General Overview

General:

As part of Office 365, subscribers are offered the full suite of Office 365 computer
based applications for up to five computers, five phones and five tablets.
Although this has benefits, it is unwise to use applications you are not familiar
with them unless you have business need to do so and have had training.

» Office General Applications / Tools
* Includes: Excel, Outlook, PowerPoint, Word, OneDrive
» All staff should use

» Office Specialized Applications
* Includes: MS Access
e Specialized needs use
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* Collaboration Applications / Tools
* Includes: Skype for Business, OneNote, SharePoint Online
* Part of collaboration rollout activities




Installing Applications
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Installing Applications Launching Office 365 Online

Qutlook

yeol @ Mew | ¥ %) Undo
Settings
Inbox All v

Search all settings yel

pu lies
5 . aaaaaaaaaaaaaaaaaaaaaa {Out of office) )
p message.

Display settings
[] Choose how your Inbox should be organized.
Manage add-ins
We didn't find anything to Turn add-ins on or off, install new ones, or
- ~Nrr show here. uninstall others.
O ff ! C e :) D 3 We didn’t find anything to show here.
avorite theme.
»

Theme

Notifications

My app settings

Office 365
Mail
Calendar

People

Staff selects Office 365 icon from the desktop and it launches Office 365
online. It opens in outlook as default.
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Installing Applications Downloading Applications

Outlook B i A Bl ?

jo @ MNew | ¥ ¥ Undo

>ettings
Inbox

Staff opens the search all settings ol
setting menu by

Automatic replies
Create an automatic reply (Out of office)

selecting the Gear
symbol

message.

Display settings
Choose how your Inbox should be organized.

Manage add-ins

We didn't find anything to Turn add-ins on or off, install new ones, or

show here uninstall others.

We didn't find anything to show here.
Theme

Choose your favorite theme.

»

Maotifications
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Staff then selects Office 365 in My app settings
the My app settings section to R
access the applications -
maintenance area Calendar

People




Installing Applications Verify Application Status

My account

Settings Settings

My account

Install software,
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personal info eme . Want to change a setting? When you're £
- - Choose your favorite theme. on the settings page, you can make ™M
. Default theme your updates there, g
Subscriptions %
Start page .
_ o Change where you land when you sign in, Staff SeIeCtS InSta" tén
App permissions . %
Mai status to view where Z
o0
Install status Notifications they have copies 5
Decide which notifications you need. 0 =
installed a
@ Settings On ©
l_
I
Software 8
o
[}
=
bl
o

Password
Change your password.

Contact preferences
Manage how and why you are contacted.

Off




Installing Applications Confirm Install Status
Office 365 | My account fi - n

Install status Settings

Manage your PC and Mac installs here,

My account

— Staff can move to the
Personal info nstal desktop appllcatD install a pplication

1 Office screen by selecting
Subscriptions Detected installs: 2 this link

DT5011309733553 N DTSRS0067E4

App permissions . . i : ) i
APp permission Microsoft Windows 8.1 Enterprise Microsoft Windows 7 Enterprise

Install status I Deactivate i Deactivate

Staff can see @ Visio
” Detected installs: 2 Staff o
d

applications DTSR90067E4 ¥ HHSLR5GMSA deactivate

and the Microsoft Windows 7 Enterprise Windows \ “CEI’\SES on
machine @ Deactivate B Deactivate MEIIES
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they are
deposing of
to reclaim
those licenses

name on
which they
are installed




Installing Applications Installing Applications

HHH Office 365

© Settings

Software Search all settings g o

Office Ofﬂce
Tools & add-ins

Theme
. Default theme

Visio

el Staff can select to Install to trigger

ant to deacti e q A start page
Skype for Business e e the Office 365 installation on a Ml

Phone & tablet desktop or |aptop Motifications
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Install Office on

This will install the following apps an your computer: Waord, Excel, PowerPoint, OneMote, Password

Access, Publisher, Outlook, Skype for Busingss, InfoPath, OneDrive for Business Change your password.
w3 b E @ My app setings
Word Excel PowerPoint OneMote Access Publisher .

O h Office 365
= © L wai
anOther Outlook  Skype for foPath  OneDrive Calendar
Business for Business
People

application
inSta” On a Language:
P hO ne or [English (United States/ 32-bit (Recommended)

Advanced

Version:

ta b I et Mote: Installing additional languages on a computer that already has this version of Office
doesn’t count agajnst your install limit.

Review system yequirements
Troubleshoot /nstallation

Tommiem Il P4 i PED Ml Tl am wacibn b mmne DT




Installing Applications

Software

Office

Tools & add-ins
Visio

Skype for Business

Phone & tablet

Office 365

Installing Applications

1 B

Settings

search all settings ol

Visio heme
. Default theme

WManage insizlls

Start page
Mail

Want to deactivate Visic on one puter and install it on another? Go to My account = Instal

status.
Motifications
w |nstall Visio 2013

If staff chooses another

application that install screen
appears

Install Visic 2016

Your admin has provided you early access to the next release o
purpose of First Release is to test functionality and collect feed)

Please send your feedback directly to your admin, and thanks fd

Staff starts the process by
selecting Install

Language: Version:

[English (United States) 32-bit (Re

Don't see the language you want? Install one of the languages in the list above and then in
a language accessory pack. Additional languages and language accessol n't count
against your install limit.,

Install

(%]
(=
=
+—
©
o
a
Q.
<
LN
O
o™
(O]
=2
&=
@)
|
[eTs}
c
A=
(]
=
[a]
c
=
&=
(%]
=
©
-
—
|
LN
O
o™
(O]
=
=
@)




Installing Applications

Phone & Tablet Installs

Office 365
© Settings
Software Search all settings
Office

Tools & add-ins

Choase your phone or tablet

Theme
. Default theme

N Phone Tablet

Visio
Windows Phone Windows tablet Start page

Skype for Business Mail
Windows Phone 10 IPad

Phone & tablet Notifications
iPhone Andrpid tablet on
Android phone Password

BlackBerry®
MNokia (Symbian O

Other

Change your password,

My app settings

Should Staff select Phone and Tablet install they are
brought to a selection screen to choose the type of
device they want to install on

They then select that choice and follow the instructions
on the pages displayed.
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365 Applications

Activating applications
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Applications Activating the applications

The upgrade software will be downloaded and activated on your primary
computer.

If you decide to load software on other machines you are able to do this. When
you do the software will be loaded but needs to be activated before use.

To begin the process
the staff person selects
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the Windows symbol.




Applications

BriefingPres

r

Fnd your
VErsion...

S 4

Google
Chrome

»

Office 365

0,

County =
SHIP

New Office Document
9 Office 365
IS Open Office Document
Windows DVD Maker
= Windows Fax and Scan
 Windows Media Center
@ Windows Media Player
E_'_" Windows Update
-4 XPS Viewer
|, Accessories
.. Games
/. Google Chrome
.. IBM Personal Communications
. Maintenance
. Microsoft Office
. Microsoft Office 2013
J Microsoft Silverlight
. Microsoft System Center 2012 R2
. Shavlik Protect
J Startup

Back

Phase 2 Docs

Office 365 Test
Documents
Pictures

Mursic

Recent Items
Computer

Control Panel
Devices and Printers

Default Programs

Activating the applications

T

Computer

Mainframe

E

Once the selection menu

appears, the staff person
selects the Microsoft Office
choice.

New folder

Recycle Bin

8:42 AM

far) [
&[5 R 1/30/2015

Office 365 — Transition Briefing — Office 365 Applications
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Applications Activating the applications

.. Games
|. Google Chrome

b
B "
b
N

Excel 2013
7 InfoPath Designer 2013
¥ infoPath Filler 2013
® Lync2013
#& OneDrive for Business 2013
[F} OneNote 2013
B2 Outlook 2013
m PowerPoint 2013
@ Publisher 2013
m?’ Send to OneNote 2013
Word 2013
. Office 2013 Tools

4 Back

Once selected, a list of
all Office elements is
displayed

The un-highlighted
applications are those
which have been activated
and should look like this list

e
3 y -
) é T

To activate an application you
select it and it will become
unlighted and active

‘; »
-
Recycle

Bin

9:20 AM |

o
1/30/2015 |

Note: Unless activated the applications will not operate

Office 365 — Transition Briefing — Office 365 Applications
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Pinning applications icons
to the desktop
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Applications

¥

BriefingPres

!

Fnd your
VErsion...

P

Google
Chrome

/K

L

Office 365 Open
Run as administrator
Troubleshoot compatibility
Open file location
Pin to Taskbar
Pin to Start Menu

Restore previous versions
Send to

Cut
Copy

Delete

Rename

Properties

® Lync 2013
#& OneDrive for Business 2013
OneNote 2013
[P Outlook 2013
[E PowerPoint 2013
@ Publisher 2013
EX? Send to OneNote 2013
F) word 2013
. Office 2013 Tools

Back

=365 Test

mnents

Music

Recent Items

Computer

Control Panel

Devices and Printers

Default Programs

Staff selects
application
and right
clicks.

Pin Icon to desktop

They then choose
Pin to Taskbar
from the menu of
choices

y

Computer

A

Adobe
Reader XI

m’%

Mainframe

Windows_...

Office 365
Tes

New folder

Y;'

Recycle Bin

9:29AM |

Ry [
| (5 e ix 1/30/2015

Office 365 — Transition Briefing — Office 365 Applications



Applications

P

Google
Chrome

»

Office 365

{EEISUTCHy

__[F|
HRC PP
130N ch

The
application
icon now
appears in
the taskbar.

=G O

Pin Icon to desktop

"

Computer

Office 365 — Transition Briefing — Office 365 Applications
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Applications

Chrome

»

Office 365

e ke

__[F|
HRC PP
130N CH I

Right click
on icon and
select
‘unpin from

=G O

Remove Icon to desktop

‘>

Computer

Office 365 — Transition Briefing — Office 365 Applications
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